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13 January 1965 

MEMORANDUM FOR: Mr, Kirkpatrick 

SUBJECT: Report of Cable Secretariat Operations for 1964 

1 . Cables Processed 

a. A comparison of the Cable Secretariat workload for the calendar year 1963/ 
1964 shows the following: 

Numeri cal 



12§1 

1964 

Difference 

$ Difference 

No. CIA IN CABLES 

229,965 

253,030 

23,065 

-A 10 

No. CIA OUT cables 

84, 006 

82,633 

1,373 

- 2 

No. Miscellaneous items 

37,341 

49,356 

12,015 

-A 32 

No. Non-CIA cables 

175.733 

195,504 

19,771 

/_u 

TOTAL 

527,049 

580,523 

53,478 

-A 10 



Was .-** 



;0l) The 1964/ 1963 production comparisons do not 

INCLUDE TD*S. 

TD*S ARE NO LONGER 

counted separately, but 

FOR 1964 ARE INCLUDED IN THE 

COUNT OF CIA IN 

cables. The 1963 

TD»S PRODUCTION TOTALED 

20,279. In 1964 

THE TOTAL WAS 1 8 , 489 ITEMS. 


(2) The years total 

OF approximately 

50,000 MISCELLANEOUS ITEMS 

BROKEN DOWN INTO 

percentages, based ON TWO MONTHS figures 

WHICH ARE CONSIDERED TO BE 

REPRESENTATIVE 


shows: 

16,800 Added disseminations or 34$ 

15,600 Serviced Corrections or 31$ 

6,000 Action Changes or 12$ 

6,100 Division TDs or 12$ 

4,300 Relay Requests or 9$ 

1,200 Sectional messages or 2 $ 

b. From 1 January 1964 to 31 December 1964 we processed 335,663 CIA cables ( IN/OUT} 

WHICH IS 7$ MORE THAN THE NUMBER OF CIA MESSAGES PROCESSED IN THE SAME PERIOD OF 19^3 

( 313 * 971 ). 

c. The Cable Secretariat in 1964 furnished 1 6 ,7 1 4 CIA and non-CIA cables to the 
Director (3$]of cables processed compared to 18,094 (4$) furnished in 19^3 - 
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1. d. Our Archives Section furnished 9 ,oB~[ copies of cables. The majority of 

THESE, PERHAPS AS HIGH AS 98$ CONTINUE TO BE IN THE NAME TRACE CATEGORY. SURPRISINGLY, 

A CONSIDERABLE NUMBER OF OUR ARCHIVES SEARCHES INVOLVES CABLES DATING BACK IN THE EARLY 

T94o«s. During the year we completed a physical inventory of the film files transferred 
from Office of Communications. The files consisted of 2,4o4 microfilm reels with dup- 
licates at the emergency site. This represents over 5,000,000 numbered cables. Formal 
documented transfer of records custody has been delayed pending outcome of a search for 

ONE DUPLICATE REEL WHICH OUR INVENTORY FAILED TO TURN UP. 


2 . 


Personnel 


a. At the close of 1964 the Cable Secretariat had an on-duty strength of | 

PERSONS, THREE SHORT OF OUR CEILING OF |DB| 
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b. During the year we lost 22 persons; one Cable Analyst retired, one transferred 
toWH/SA, one resigned to return home, one transferred to NSA, three clerk typists 
resigned, two transferred to other components of the Agency (EE and OS), one deceased, 
one Mail and File (Supervisor) resigned, five Mail and File clerks resigned and one 
deceased. Offsetting our losses we gained 17 persons all in the clerical category. 


3 . Training 

a. Agency training facilities appropriate for our personnel accounted for 14 
Cable Secretariat personnel having attended one or more training courses during the 
year. In addition, two persons successfully completed our Cable Analyst Training 
Course. Our courses are designed to qualify capable selected individuals for positions 

of HIGHER RESPONSIBILITY tN THE CABLE SECRETARIAT. NORMAL ON-THE-JOB TRAINING GIVEN 
TO NEW PERSONNEL IS NOT INCLUDED IN ABOVE FIGURES. 

4. General 


a. Dissemination is now shown on all copies of all cables processed, a goal we 

have SOUGHT to ACHIEVE for SEVERAL MONTHS. THIS IS IN ACCORDANCE WITH YOUR VERBAL 
SUGGESTION THAT THE SHOWING OF DISSEMINATION SYMBOLS ON ALL COPIES WOULD BE USEFUL. 


B. We HAVE REDUCED OUR COPY REQUESTS FROM OTHER AGENCIES AS FOLLOWS. 


F ROM 


Army 

11 

Navy 

11 

A 1 R 

8 

USIA 

14 

AID 

7 


1 ° 

4 

4 

4 

4 

4 


c. The cost figures for operating the Cable Secretariat for the calendar year 
1964 are being compiled and will be submitted in February or March. Beginning 1 July 

1964, WE ARE GOING TO COMPILE OUR PRODUCTION AND COST FIGURES ON A FY BASIS SINCE THEY 
WILL BE MORE USABLE THAN THOSE PREPARED ON A CALENDAR YEAR BASIS. 
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4 . d. The four-station privacy pneumatic tube system connecting SIDO, Cable 
Secretariat, Signal Center and PSD is almost completed and will be operative in 
a FEW weeks. The approval for this installation was made in the early part of 
1964. The system is designed to speed up and improve service to SfDO/CtA Watch 
since it will be IN USE 7 days a WEEK, 24 HOURS A DAY. 

e. During the year six of our personnel received Quality Step Increases for their 

OUTSTANDING WORKS FOUR RECEIVED CASH AWARDS FROM THE SUGGESTION AWARDS COMMITTEE FOR 
SUGGESTIONS SUBMITTED AND ONE RECEIVED A MERIT AWARD WITH A $100 EMOLUMENT FOR HIS 
OUTSTANDING PRODUCTION ON THE MULTlLJTH MACHINE. 

f. The Cable Secretariat renovations are almost completed. The painting, 

ADDITION AND RELOCATION OF PARTITIONS, WALL COVERING, THE SELECTION OF RECEPTION 
AND LOUNGE FURNISHINGS, BACKGROUND MUSIC, ADJUSTMENT TO THE AIR CONDITIONING SYSTEM, 
HAVE ALL BEEN COMPLETED. STILL REMAINING TO BE DONE ARE, SPECIAL PARTITIONS FOR 
MAILROOM AND RECEPTION AREA, THE CONSTRUCTION OF WALL CABINET AND COUNTER FOR THE 
LOUNGE, THE RELOCATION OF WATER FOUNTAIN AND THE ELECTRICAL CONNECTION OF THE NEW 
LIGHTING FIXTURES. 

g. During 1964 we proposed to study a number of ideas and adopt those which 

PROVED FEASIBLE AND ECONOMICAL. THE FOLLOWING IS THE CURRENT POSITION OF THESE 

ideas: 


1) The EXPERIMENT WITH SIGNAL CENTER USING MASTER MATERIAL IN TELETYPE 
PRINTERS HAS BEEN ADOPTED AND ABOUT ONE HALF OF OUR CIA INCOMING CABLES ARE BEING 
RECEIVED THIS WAY. OUR TIME STANDARD FOR PROCESSING PRIORITY ITEMS IS 1^ HOURS. 

Recent studies indicate we are meeting this standard 87 $ of the time. Our time 

STANDARD FOR IMMEDIATE ITEMS IN 45 MINUTES. WE MEET THIS 49$ OF THE TIME. I AM 
GIVING ATTENTION TO THIS MATTER, AND BELIEVE THAT WITHIN A FEW WEEKS WILL BE ABLE 
TO REPORT AN IMPROVEMENT. THIS NEW METHOD AVOIDS TYPING, OR MAT MAKING USING THE 

Xerox 9 1 4 copier. Indications are that the new procedure will increase our capa- 
bility AND IMPROVE OUR SPEED OF SERVICE, PARTICULARLY IN THE RELATIVELY LARGE 
VOLUME OF PRIORITY AND IMMEDIATE items. 

2) WE NOW, TO SOME DEGREE, MAKE MASTERS TWO AT A TIME ON THE MASTER MAKING 
EQUIPMENT AND HAVE CUT IN HALF THE SUM CHARGED FOR SUPPLIES IN EACH SUCH INSTANCE. 

3 ) The revised filing system has been established for non-CIA cables. We 

NOW FILE NUMERICALLY INSTEAD OF BY STATION, MAKING Tt MUCH EASIER TO FILE AND RETRIEVE 
CABLES. 


4 ) The Office of Computer Services is in the final stages of preparing a 

STUDY IN THE FEASIBILITY OF USING SOME FORM OF COMPUTER IN THE CABLE SECRETARIAT 
TO INCREASE OUR CAPABILITY AND TO SPEED UP THE PROCESSING OF CABLES, PARTICULARLY 
THE CONTROL AND ACCOUNTABILITY OF CABLES* 

5 ) The idea of printing masters two-up and in tandem has not proved suitable 

FOR OUR NEEDS. 
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6} We considered various ways of eliminating typing errors and the 

BURDEN OF TYPING. THOUGH WE COULD BE CHARGED WITH GOING FULL SPEED IN REVERSE, 

WE ACCOMPLISHED OUR OBJECTIVES BY THE SIMPLE EXPEDIENT OF ELIMINATING TYPING? 

No MORE TYPffcNG ERRORS - NO MORE TYPING BURDEN. AND WE HAVE IMPROVED OUR CAPA- 
BILITY AT THE SAME TIME. 

7) WE REDUCED THE NOISE LEVEL IN THE OFFICE THROUGH THE USE OF PARTITIONS, 
AND THROUGH THE USE OF A HOOD OVER OUR MOST USED FLEXOWRITER. 

h. During 1965 we will continue to study ways and means of improving our 

SERVICES, INCLUDING THE FOLLOWING! 

1) Use of small computer to speed up and improve logging and control 

PROCEDURES. 

2} Possible use of Xerox Model 2400 as substitute for 
(only demonstration models of the 2400 are now out and no cost 
though the company says that the cost will be competitive with 
reproduction including offset). 

3) I have arranged for the Thomas people to place a collator in the 
Cable Secretariat for a few weeks trial. Based on our experience, we will buy 
or not buy. 

4) Working with the Office of Communications, we plan in 196 5 to put 
into writing our concepts as to the use we propose of a computer, and to indicate 
our specifications for such equipment. 

5) We are going to check the market to see if there is a piece of equip- 
ment which could be used to expedite the preparation of our cables for sending via 
pneumatic tube. 

6) We will continue to look into equipment usable for sorting cables 

SEMI -AUTOMAT I CALLY (KEYTRON1C SORTER BEING ONE), BUT t *M NOT TOO OPTIMISTIC THAT 
WE CAN GET WHAT WE REQUIRE TO MEET OUR SPECIFIC NEEDS. 

I. In 1965, WE WILL CONTINUE TO TRY TO IMPROVE THE QUALITY OF OUR PRODUCT, 

TO REDUCE UNIT COST, TO REDUCE OUR PROCESSING TIME AND TO IMPROVE WORKING CONDI- 
TIONS Amen. 


OFFSET REPRODUCTION 
DATA ARE AVAILABLE, 
OTHER MEANS OF 
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Cable Secretary 
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